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Lesson 1: Navigation in 11/

This lesson will show you how to login, navigate, and review
changes and new features in Oracle 111.

After this training, you will be able to:

e Navigate in the application using the Icons and Shortcut
Keys.

e Use the Date Track feature.
e Access On Line Help.

e Utilize new features available in Oracle 111.

Becoming comfortable with the system navigation, various
functions, and tools is one of the keys to your success in using
Oracle 11i.

You must understand the Date Track feature, because you
will use it to some extent with every action you process or
record you view.

The Online Help features can greatly enhance your ability to
understand how to accomplish tasks using Oracle
Applications.

Turn to the Demo and observe while I:

Login and select a role

Navigate through the Menu and create my Top Ten List
Review Toolbar Icons, Functions and Shortcuts

Use Date Track and On Line Help

Review changes and new features

March, 2003

NOTES
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DEMO
Logging On

Follow these steps to log on:

Step Action
1 Click on the Oracle 11i Icon on your desktop. The Oracle Rapid
Install Release 11i Web Page will display:
A .
% Rapid Install Release 11i
Oradle Applications Rapid Install Portal
Hommne
_’-'-ur.\s P ks These web owde with information about the Oracle Apphcatio:
fom L ks ms:allation ciea‘z::dp;ym E:;’:d: hswﬂmhm: i
eI TR Desenphions of adrmmistrative senpts created by the Rapad Install
i e 1 . {2 e sCnpls Cry ]
Shnabnhn » Links that can be used to connect you to Oracle Applicatons.
Server Administration
Machine Adrmun Senpts
2 Click <Apps Logon Links>.

ORACLE . .

Appiicacions  Rapid Install Release 11i
[Rapid Install Se Logon Options for Oracle Applications 11i
Home
Eogad i on Information for Instance SQT11
App irks
Logon to Personal Home Page 2
11i Online help Logon to CRM Appheat CEM Home Page

Lagon to Oracle Applicatons Manager Oracle Appheatons Manager

Server Administration

Lastupdated: Apil 21, 3000

HTML 22000 Orscle Corporation.

Continued on next page
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Logging On, Continued

Step

Action

Click <Personal Home Page>. The Oracle Application Login
Window will display:

B " Stop  Reesh Home | Seach Favostes Hitoy | Mal P Edt
Adciress [ €] bt /el amedd. aimy. mdB001/08_HT ML/US/ACKINDEX i =] @G0 | |Liks

Tser Hame [armstronc

ORACLE’

Applications

Password [

Connect |

@] Dore oD Intemet

Type your assigned User Name in the User Name field.

In Password, type in the Password field. Click <Connect> (or
Enter).

If you have established an 111 Password, disregard this step.

e If you have not established an 11i Password, a screen will
display which will ask you to type in the old Password and
your own unique password (twice). Click the <Connect>
button.

The Welcome Window will display with the roles assigned to you.

Continued on next page
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Welcome Window

Step

Action

1

On the Welcome Window, select your role and double click. For
example: “CIVDOD PERSONNELIST.”

Welcome Dee Armstrong,CPMS-AMD, 7-6500 % 5 )

ORACLE"

T TIL
Applications

@ CvDOD CLASSIFIER
2 CADOD LM HA MER
& CIDOD LN HR MGR-Azores

Il

i Il FEELT

& CWDOD NAF HR Manager (AF)

= Ch/O00 HAF HRE Manager (Arny]
(3 :

= CIYDOD NAE Personnalisl (AF)

[5] CIVDOD NAE Parspnnalist (At
& FISC OFF

2w TA MNGRISURY

'?a' CHDOD OTA ORG TRN MOMTOR
@ DO OTA PERSONNELIST

3 VDO OTA TR ADM

2l CIVDOD PERSONNELIST
4 CIWDOD STAFFER

% cvDoD SUPERVISOR
LADOD SUPE OTA

L CVDOD UE GOV NAF MER
2 CVDOD YSE REPORTS

N Clagsifier - Belgium
-—ll LM Classifier - Cuba

2 Clagsifier - lcaland
LN Classifier - laly

'S LM Perspnnalist

3 |0l Personnelist - Japan
2 LA Staffer

&L Supervisor

5Lk YSE Reporls

! MGR DEEARMS

') Cracle Training

US Federal HR Manager

Ir

K1

Continued on next page
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Navigating, Continued

Step Action

2 The Oracle Application 11i Window displays as it is connecting.

%§ Oracle Applications 11i - Microsoft | & piovided by AFPC

Copyright ©19%8, 1998, 2000, 2001 Cracle Corporation

4& Note: The desk top bottom toolbar displays: € Oracle Appl.
If you have actions in your inbox, a notification will display:

o v anid

Refer to the Workflow Inbox Lesson for more details. Click the
<OK> button.

/.
1} Note: Ignore the hour glass which stays on.

Continued on next page
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Navigating, Continued
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Navigator Window

Step Action
1 The Navigation window will display two tabs; Functions and
Documents. This list of functions is the starting point to process
actions, i.e., build positions, maintains employee records, run reportj
Request for Personnel Action:
Enter Personnel Action Information

+ Request for Personnel Action Top Ten List

+ CAD/TRANSFER Reguest

+ Mass Actions
Workilow Inbox

+ Complaints Tracking
Breakdown Folder
Reduction In Force {RIF}

+ People

+ Recruitment

|+ Work Structures

PSEUDOSFAD

+ View

+ Processes and Reports
Coredoc
PAYS00

+ Local Tables

Tab Description
Functions Tab The Navigation List will display the
various functions you can access with
the role you selected.
Documents Tab Not currently used by DoD.
2 You may click on the plus sign to expand the functions and the

minus sign to contract them.

‘:ﬂ Award / One-Time Payment
Cancellation/Correction
;J DOD Correction Process

+ CAD/Transfer

:;—.J + Change Actions
= Details
| | Comvorion o

+ Conversion to D:;;no
Extension of NTE

Fadoral Pasitinn Chanon

Double click on the item to start a process, or click <Open>.

Project [Remove from List

10

Continued on next page
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Step

Action

To set up a Top Ten List of your most frequently performed
actions, highlight the item on the list and click the middle arrow
key to the right. The item displays under “Top Ten List.”

For example: Highlight Workflow Inbox and click the arrow key.
The Top Ten List populates with “1. Customizable Workflow

Worklist.”

Advanced workflow worklist with the option to personalize worklist search and display

& | |+ Mass Actions

Breakdown Folder

+ People
+ Recruitment

+ Work Structures
PSEUDOSFS0

+ View

+ Processes and Reports
Coredoc
PAYS00

+ Local Tables

To view your inbox in the future, you only need to type a “1” to

open the Work list.

+ Request for Personnel Action
+ CAO/TRANSFER Request

+ Complaints Tracking

Reduction In Force (RIF)

]

*

1. Customizable Workflow Worklist

11

Continue on next page
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System Changes/New Features
System Changes/Description/Function
System Changes Description/Function
Switch Responsibility Replaced with a new icon on the toolbar (a derby hat).

| @ |

System Times Out

Leave the Oracle picture on the screen, right click on the
mouse and click “Refresh” on the menu. Saves logging on
again.

Function Key F8 is now
F11 + CTRL F11

For Query:
e Place the cursor in the first blank data field.
e Press F11 and then Ctrl and F11 simultaneously.

List of Values (LOVs) Are located within most windows.
Wild Cards Wildcards are software tools that enable you to define a
range of values that begin with, end with, and/or include
specific letters, numbers, words, or phrases .i.e.
e You may want to conduct a query of all the
employees whose last name starts with the letter L.
e You may forget how to spell an employee’s name
and want to look up all of the employees whose
last name ends in the letters th.
e You may want to look up all of the employees that
have a birth date in the month of April.
The wildcard symbol in Oracle is the percent symbol on
your keyboard (%). Wildcards can be used in any field
that Oracle permits you to access while in the query mode.
Data fields Color denotes functionality:
Color Types of Data Fields
Blue Query
Yellow Required
White Optional
Gray Cannot be entered

Continued on next page
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System Changes/New Features, Continued

System Changes Description/Function
If you cancel a The employee goes back to previous position.
realignment:
New HR Manager Career Management: (Rating Scales, Competencies,

Navigator Menu Items:

Record Types

Tabs

Position has enhanced
Date Tracking

RPA, Salary Change,
Awards and Mass
Awards

Competence Types, Competence requirements, Schools &
Colleges, Qualification Types, Assessment Template, and
Appraisal Template.)
Employee — Ex Applicant: Someone appointed

and hired in DCPDS.
Employee: Someone who was converted from Legacy or
moved from one region to another (Mod to Mod).
Replaced alternate regions
You can view all the history of changes that have occurred
on a position.
System calculates percentages.

Continue to next page
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Toolbar Icons, Functions, and Shortcut Keys

Toolbar Icons

Click the Icon on the toolbar to display the function:

HBY0I8 SP 8 2R L0005 RERI?

| | | Alter
New L Return to  Save Next l Close L J) Paste Clear J Edit Folder Effective Date Export
Record Fihd Navigator Step Print Folder Cut Copy Record Delete Attachiments Tools Date Track Data Help

Functions, Shortcut Keys, and Icons in Alphabetical Order:

Functions Shortcut Keys/ Icons Functions Shortcut Keys/

Icons

Alter Effective Find (flashlight)

Date (calendar) Bi &

Attachments Folder Tools :

(paper clip) | & ;

Block Menu Ctrl+B List of Values Ctrl+L

Clear Block F7 List Tab Pages F2

Clear Field F5 Next Block Shift+PageDown

Clear Form F8 Next Field Tab

Clear Record F6 Next Primary Key Shift+F7

Commit/Save Ctrl+S Next Record Down

Clear Record Export Data (document E

(Pencil eraser) 2 w/blue arrow) =

Count Query F12 List of Values Ctrl+L

Copy List Tab Pages F2

(documents) E BN

Close Form New (green plus)

(yellow folder {ﬁj

w/blue arrow) —_—

Cut (scissors) Next Step (arrows on

H document)

Date Track _| Next Set of Records Shift +F8

History =

Delete Record Ctrl+Up Previous Block Shift+PageUp

14
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Toolbar Icons, Functions, and Shortcut Keys, continued

Function Shortcut/ Icon Function Shortcut/Icon
Delete (Red X) ) Previous Field Shift+Tab
Display Error Shift+Ctrl+E Previous Record Up
Down Down Print Ctrl+P
Duplicate Field | Shift+F5 Print (printer) _

; &
Duplicate Shift+F6 Return Return
Record
Edit (pencil) Save (yellow disc)
2 &
Edit Ctrl+E Show Navigator- returns o
to Menu
Enter Query F11 (Press twice to Help Ctrl+H
display last query)

Execute Query | Ctrl+F11 (Use for blind Insert Record Ctrl+Down

queries to retrieve all

records)
Exit F4 Translations Not used
Paste - More Information < >

E Available
Window Help m— Zoom Not used
(blue question ?
mark)
Switch
Responsibility ﬁ

15
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Other Functions of the Oracle Applications Window

Window e Message Line: Oracle Applications display pertinent information for
Functions processing your form, including error messages.

00: Field is protected against update,
071 '

e Record Indicator: Displays the information about how many records
are retrieved in your query and which record is currently opened. For
example, in the above screen you are in the 10th record of a total of 71
records.

Menu Bar There is a series of pull-down menus at the top of the window. You can
operate the pull-down menu using either keyboard shortcuts or the mouse.
On the keyboard, use the Alt key to drop down the menu (e.g. Alt + Q for the
Query Menu), the Down Arrow to move to the option required, and then
Enter to execute. puspu e

Eile Edit “iew rFojdzp Tools Window Help

Continued on next page
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Other Functions of the Oracle Applications Window, continued

Menu Options

File Edit View Folder Tools Window Help
New Undo Show Navigator | New Options Cascade Window
Typing change Help
Open Cut Zoom Open depending | Tile Oracle
on the | Horizontally | Applications
application Library
Save Copy Find Save and form | Tile Keyboard
in use. Vertically Help
Save and Paste Find All Save As List of Open | Diagnostics
Proceed Windows
Next Step Duplicate | Query by Delete Record
Example History
Export Clear Record Show About
Field Oracle
Applications
Place on Delete Translations Hide
Navigator Field
Log on as a | Select All | Attachments Move
Different Right
User
Switch Deselect Summary/Detail | Move
Responsibility | All Left
Print Edit Field | Requests Move
Up
Close Form Preferences Move
Down
Exit  Oracle Widen
Applications Field
Shrink
Field
Change
Prompt
Autosize
All
Sort Data
View
Query
Reset
Query

17
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Accessing On Line Help

Help Menu

March, 2003

Step

Action

Select Help > Window Help > Oracle Applications Library. A Help
window is displayed through your web browser tool, providing
information and a list of topics associated with the current application
window.

2 Uracle Applications Help - Microsoft Internet Explorer provided by Deloitte Consulting

Jﬁle Edt View Favorites Tools Help

€ -5 - @ 24| @search GFavorites (HHstory |- S H R

& Mierophone BRITock | & Handwiing £ Draving Pad | [} ] 7 | =181X1

| Adsitess [ @] brtp: fboulder. steris com:000/04_HTMLispffndifridhepjsp?dbc=boulder_bronze48lang=_158root=GL: CONTENT S&pat he IS FND/MCONTENTS

=] @e [|nks >

(IR Online Help

Find | Search Tips

= Oracle General Ledger
2 Getting Started
5 Journal Entry
£ Budgeting
53 Online Inquiries
3 Financial Statement Generator (FSC
B3 Multi-company - Single Set of Books
3 Multi-company - Multiple Sets of Boc
5 Global Consalidation System
£ Global Intercompany System (GIS)
£ Setting Up General Ledger
E Maintenance —
£ Multi-Currency
£ Encumbrance Accounting
5 Average Balance Processing
3 Standard Reports and Listings
3 General Ledger Mavigator Paths
£ Profile - Options

4 ponll

Getting Help
Oracle Applications provides you with a complets online help facility.

Whenever you need assistance, simply choose an item from the Help menu to pinpaint the type of
inforrmation you wart

p To display help for a current window:

1. Choose Window Help from the Help menu, click the Help button on the toolbar, or hald
down the Control key and type 'n'.

Aweb browser window appears, containing search and navigation frames on the left, and a
frame that displays help documents on the right

The document frame provides information on the window containing the cursor. The
navigation frame displays the top-level topics for your responsibility, arranged in a tree
contral.

2. If the document frame contains a list of topics associated with the windowi, click on a topic
aof interest to display more detailed informatian

3.You can navigate to other topics of interest in the help system, or choose Close from your
wieb browser's File menu to close help

Example
Suppose you are using Oracle General Ledger and are in the Define Budget Organization

window. ¥ou want to know how to create a budget organization using this window. Choose
Window Help from the Help menu to display a help on this topic

- |

e The Glossary provides help information by topic, alphabetically.
The information contained in the Glossary is primarily a brief
description of each topic.

e Navigation Help provides information of the navigation paths to
forms within each Oracle application.

e The Library icon gives you access to online Help for any Oracle
Application products and complete reference and documentation

of the products

18

Continue to next page
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Using Date Track

Accessing Date
Track

Step Action

1 From any window that contains “date tracked” information, click
on the DateTrack button on your Oracle toolbar. The button is
located near the right end of your toolbar, and it looks like this:

Or access DateTrack by using the menu bar commands Tools,
Alter Effective Date. Once you perform one of these two actions,
DateTrack’s Alter Effective Date window will appear.

2 Enter the effective date that you wish to create for your database in
the Effective Date field of the Alter Effective Date window and
click OK or press Enter.

Oracle will exit out of the Alter Effective Date window and return
to the original window. The new date will appear in the title bar of

the as pictured in the illustration.

Once the effective date is altered, all information entered, changed,
or viewed will be treated as if it were being accessed on that
altered date.

Continue to next page
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Viewing Date Track History

Date Track
History

Date Track History shows all of the changes that were made to a date tracked
record over time.

Step

Action

1

Click on the DateTrack History icon on far right end of the

toolbar.

Or
Click <Tools> in the menu bar and select Date Track History.

Tools  Window Help

Alter Effective Date...
DateTrack Histary...
Export Data

Each row in the DateTrack History Change Field Summary
window shows a field in the record that was changed on the
effective date (i.e., the date that is displayed in the From field of
the form currently initiated).

== DateTrack

From Date To Date nary Effective

09-NOV-1996)
09-SEP-1996 08-NOV-1996

Full H\stury

Click the <Full History> button in the DateTrack History Change
Field Summary window.

Continued on next page
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Viewing Date Track History, continued

March, 2003

=
3

Step Action
3 The full history summary of the current record will appear,
showing all of the fields and the date(s) when information was
changed.
&
From Date To Date Birth Date Date Last Verified |Disabled Email
II]SJAN-1954 steven_uthrblacki
09-SEP-1996 08-NOV-1996 |0sa8n-1954 steven_blackgbste|1
4 To exit out the DateTrack History Change Field Summary and/or
DateTrack History of Person window, click on the H in the
upper right-hand corner of the window.

21

Demo is complete.
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Closing Oracle Applications

Closing
Applications

Properly exiting out of the Oracle Application will save the changes you
make to the Navigator, i.e., Top Ten List.

Step

Action

1

Using the menu bar click <FILE> - Exit Oracle Application.

=y
LI

Sawve

Sawve and Proceed
[ext Step

Expart

Flace on Wavigatar

Log on &3S a Ditferent WUser...
Switch Responsibility...

Erint...

Close Form

Exit Oracle Applications 4—

The following caution message will appear — click the<OK>
button to exit:

Close all remaining browser windows related to Oracle.

22
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Lesson 1: Navigation in 11/, continued

Begin the following exercises:

e Exercise 1 — Logging On, and using the Navigator
Window

e Exercise 2 — Toolbar Icons, Functions, Shortcut
Keys

e Exercise 3 — Accessing On Line Help

e Exercise 4 — Using Date Track

Approximately 35 minutes

Key discussion point(s)

e The way information is dated or Date Tracked provides a
powerful tool for maintaining a continuous history of
information

e The navigation menu is based on the role you have
selected. If you have been assigned more than one role the
navigation menu will display based on the role you have
selected.

Vo) Questions?
@\1’/@

N

23
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Lesson 1 Exercise 1: Logging on and Using the Navigator
Window

Purpose Practice finding items in the Navigator Window and creating, modifying, and
using a Top-Ten List.

Directions 1. Log on to the DCPDS. When you get to the Responsibilities Window,
select CIVDOD PERSONNELIST.

2. Navigate through the Navigation List as required to create a Top-Ten List
that includes the following items from the Navigation List. You will need
to use the “Expand” and “Collapse” functions to find some of these items.

3. Items to Include on the Top-Ten List:

e Appointment
e Enter and Maintain
o Workflow Inbox
e Position Copy
o Employees by Position
o View Reports
4. Remove 3 items from the Top-Ten List.

5. Open any item on the Top-Ten List by pressing the number key on your
keyboard that corresponds with the Top-Ten List number

e To close the form and return to the Navigator Window, Click File
from the Main Menu Bar and then Close Form.

NOTE: Refer to Demo for detailed steps.

Estimated Time 10 minutes

24
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Lesson 1 Exercise 1: Logging on and using the Navigator
Window (Answers)

Answers The Navigation List items you were asked to put in a Top-Ten List can be

found as follows:

Navigation List Item How to Find
Appointment Request for Personnel Action — Appointment
Enter and Maintain People — Enter and Maintain
Workflow Inbox This item is on the main list (not a sub-item)
Position Copy Work Structures — Position — Position Copy
Employees by Position View — Lists — Employees by Position
View Reports Processes and Reports — View Reports

25
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Lesson 1 Exercise 2: Toolbar Icons, and Functions

Purpose Test your understanding of some basic terms and functions associated with
the DCPDS.
Directions Match each Function from the following list with its corresponding shortcut

Key or illustration below. Write the item name next to its Function or
illustration. The first one is done for you, as an example

e List of Values Button e Save Button e Query Menu
e Toolbar e Drop Down Menu e Message Line
icon
e Navigation List o+ MainMenuBar e Current Record Indicator
List of Values Icon e Taskflow Buttons e List of Values
e Alternate region e Attachment e Date Track History
Tabs Button
e Crtl+Fl11 New Record Button e Alter Effective Date icon
Delete Find Button e F4
Eile Edit View Faolder Tools Window 1[4 Main Menu Bar

HYP0I& AP e 2R L0095

i Show Mavigatar
Wil ] iy

Find...
Find All
Query By Example ¥

Recard 3

Translations...
Attachments...

Surmmandoetail

Reguests

Address l Extra Information l Assignment l Special Info l Others. ..

CQ - 1102 Series
ACQ - AF Technical Appraisal

ACQ - Assignment Review
ACQ - Contracting Officer

Continued on next page
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Lesson 1 Exercise 2: Toolbar Icons, and Functions, continued

Description
meric e Monurnen mission (AB0
Alr Force Managernent Engineering Agency (AF01)
AlrFarce Inspection and Safety Center (AF02)
AFD32 Air Force Operational Test and Evaluation Center (AF03)
AFD4 Alr Force Communications Agency (AF04)
AFDS Alr Farce Intelligence Service (AF05)
AFDG Air Force Audit Agency (AFOE)
AFDT Alr Farce Office of Special Investigations (AFOT)
AFDB Air Farce Office of Security Police (AF08)
AFDG AirForce Personnel Center (AF0G)
AFDB LLS. Air Force Academy (AF0B)
AFDD LLS. Air Farces, Europe (AFDD)
AFOI Air Reserve Personnel Center (AFO[)
AFDJ Alr Training Cormmand (AF0D
AFDK Alr University (AF0K)
Headguarters, Air Force Reserve (AF QM)
Immediate Office, Headguarters, USAF (AFOR)

Req Personnel Action
+ CAO/Transfer Request
+ Mass Actions
Federal Position Description

Workflow Inbox
+ Complaints Tracking
Breakdown Folder
Reduction In Force (RIF)
+ Federal Maintenance Forms
+ People
Person Summary
+ FastPath
+ Recruitment
PSEUDO SF50
+ Career Management
- Work Structures
Location
+ Organization
+ Joh
- Position
Description
Hirrarchw

27
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Lesson 1 Exercise 2: Toolbar Icons, Functions, continued

Enter Query

Execute Query

28
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Exercise 2: Terms and Tools (Answers)

Purpose

Test your understanding of some basic terms and functions associated with
the DCPDS.

Fojdar Tools Window Help

BYolO o SP s T Ee 2095 |

i Showe Mavigatar

Zaat

Find...
Find All
Gluery By Example »

Record 3

Translations...
Attachments...

SurmmanyDetail

Reguests

Address

l Extra Information l Agsignment l Special lnfo l Others. ..

CQ - 1102 Series

ACQ - AF Technical Appraisal

ACQ - Assignment Review

ACQ - Contracting Officer

ANSWERS
Main Menu Bar

Toolbar

Query Menu

Taskflow button

Current Record
indicator

Alternate Region
Tabs

Message Line

Alter Effective Date

List of Values icon

29
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Exercise 2: Terms and Tools (Answers), Continued
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Description

AirForce Inspection and Safety Center (AF02)
Air Force Operational Test and Evaluation Center (AF03)
AlrFarce Communications Agency (AF04)
AirForce Intelligence Service (AF05)

Air Farce Audit Agency (4F0E)

Alr Farce Office of Bpecial Investigations (AFOT)
Air Force Office of Security Police (AF08)

Air Force Personnel Center (AF0&)

LLE. Air Farce Acaderny (AF0B)

LS. Air Forces, Europe (AFOD)

Air Reserve Personnel Center (AFO)

Air Training Command (AF0J)

Air University (AFOK)

Headyuarters, Alr Force Resere (AFOM)
Immediate Office, Headguarters, SAF (AFON)

Save Button

Drop Down Menu
Button

List of values

+ Req Personnel Action
+ CAO/Transfer Request

+ Mass Actions

Workflow Inbox
+ Complaints Tracking
Breakdown Folder

+ People
Person Summary
+ FastPath
+ Recruitment
PSEUDO SF50
+ Career Management
- Work Structures
Location
+ Organization
+ Joh
- Position
Description
Hirrarchv

Federal Position Description

Reduction In Force (RIF}
+ Federal Maintenance Forms

|

Navigation List

Enter Query F11

Execute Query

Ctrl + F11

Exit F4

30
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Exercise 2: Terms and Tools (Answers), Continued

New Record Button

Find Button

Attachment Button

Delet Button

Date Track History

B & & | [

31
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Lesson 1 Exercise 3: Using Date Tracking

Purpose Practice using DateTracking

Directi . . e L. .
frections 1. From the Navigation List, select People — Enter Maintain The Find

Person window will appear.

2. Close the window.

3. Invoke the Alter Effective Date window utilizing either the menu or icon
method.

4. From the Alter effective date window change date.

5. Reset the date back to the current date.

Estimated Time 15 minutes

32



11; Train the Trainer Guide March, 2003

Lesson 1 Exercise 4: Accessing On Line Help

Purpose Test your ability to understand how to accomplish search tasks using Oracle
Applications Help functionality.

Directions Navigate to your on line help and perform a search on a topic of choice

Estimated Time 10 min
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Lesson 1: Navigation in 11/, continued

NOTES
Key discussion point(s)
e The way information is dated or Date Tracked provides a

powerful tool for maintaining a continuous history of
information

e The navigation menu is based on the role you have
selected. If you have been assigned more than one role the
navigation menu will display based on the role you have
selected.

o' Questions?
@\"CA.'_:
~N
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Lesson 2: Other Functions of Oracle Application Windows

NOTES

> This lesson will show you how to retrieve data, use folders, and
' export data.

P
M After this training, you will be able to:
s e Execute a Query.

e (Customize your folder views

e C(Create and customize a Folder.

e Keep your Folder private or public for others to access.
e Export data from your Folder.

Remari Retrieving daj[a will require you to perfom a query. A query is
Discussion a request to display records based on designated criteria.

A Folder is a special block in which the field and record layout
can be customized. You can export data retrieved in a folder
that can be viewed or manipulated in various applications, i.e.,
Excel or Word.

Turn to the Demo and observe while I:

e Use the Find Mode to retrieve data.

e Use the Query Mode to retrieve data.

e Open a folder and only display selected fields.
e Make a folder private or public for others to access.
e Export data from a folder.
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DEMO

Retrieving Data (Queries)

The Find Mode
Step Action
Select View > Find from the pull-down menu or select the Find icon
L. with a flashlight Y . Each Find form has fields relevant to your search.
The Find form is not available in every form.
2 Enter your search criteria in the appropriate fields.
3 Click Find to find any matching records.
The Query Mode

Step Action

Select View > Query by Example > Enter from the pull-down menu or
1. press F11 (shortcut key).

Record; 1/1 | | Enter-Gu.. | Listofyal. | | =0

The ENTER QUERY message will appear in the status bar in the
bottom left corner of the screen.

2 Enter search criteria in any of the fields, using wildcard and query
operators. You can also select Show Last Criteria from the pull-down
menu to display the search criteria in your last search.

3 Select View > Query by Example > Run or press Ctrl + F11 (shortcut
key) to execute the search.

Continued on next page
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Retrieving Data, Continued

Query Operators
Operators Meaning Example
= Equal to = ‘Steve’ or = 107
I= Not Equal to I= ‘Steve’ or != 107
> Greater than >99.1 or > ‘Steve’
>= Greater than or equal to >= 55
< Less than <1000.00
<= Less than or equal to <=100
#BETWEEN | Between two values #BETWEEN1and 100
Query by Example
Step Action

Navigate to the form in which you would like to conduct your count.

Select View > Query by Example > Enter from the menu bar, or press
F11, to activate the query mode.

3 The Enter a Query message will appear in the status bar in the lower left
corner of the screen.

f NOTE: You must complete this step (activate query mode) before you
can define any search criteria for your count.

Navigate to the field(s) where you wish to define search criteria for your
4 query. Enter complete or partial values in these fields, to define the type
of records that you wish to count.

NOTE: In the above step, “partial” refers only to sets of values defined

g by wildcards, as described in the Wildcards section of this document. If
l you enter a partial value without a wildcard, Oracle will not give you an
accurate count for the data set that you are requesting.

Continued on next page
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Retrieving Data, continued

Step

Action

Choose Count Matching Records from the View > Query by Example
menu on the menu bar. A message will appear on the status bar,
informing you of the number of records that would be retrieved if you ran
the query at this point. Once you see the number of records, you can do
one of the following:

e Run the query by selecting View > Query by Example > Run
from the menu bar or press Ctrl + F11.

e Ifyou only need to know the actual number of records or you do
not wish to execute the query at this time, cancel query mode by
pressing F4 on your keyboard or by selecting View > Query by
Example > Cancel from the menu bar

Exiting out of Query mode

Step

Action

1

Once you execute a query (View > Query by Example > Run) and
Oracle retrieves the records that you have requested, the query mode will
automatically cancel.

e [f you enter a query and you wish to cancel it before it executes,
press F4 on your keyboard or select View > Query by Example
> Cancel from the menu bar. Oracle will return to its normal
(input) mode.

Fecord: 111

The “Enter a query” message will display any time a window is in query
mode. This message provides you with the shortcut keys to execute your
query or cancel.
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Folders

Folder Tools

Folders Tools

Folder Tools are available in the Personnelists and Federal HR Manger roles.

Display only those fields that are of interest to you.

Instantly modify the width, sequence, and prompts of the fields you
want to display.

Display a subset of records based on your specific criteria.

Display records in a specific order.

Save your folder customizations for later use.

Automatically query for a subset of records each time you open a
specific folder.

e Keep your folder customizations private or make them public for
others to access.

e Make your customizations the default layout for a folder block.

When you navigate to a folder block, the Folder Tools button gets enabled
P

on the toolbar. Choose this button =" to display the folder tools palette on

your screen.

The folder tools include the following buttons that replicate the actions of
some commonly used Folder menu items:

Buttons Function
Open another folder.
@, Open Folder P
Ca Save the current folder.
"] Save Folder

Create a new folder
Create New Folder

4
iﬂc Delete Fold Delete an existing folder
L. DCICIC Foldcr

I the width of a fiel

B Widen Field ncrease the width of a field

*Ef Shrink Field Decrease the width of a field

Bl Show Field Show a currently un displayed field

Continued on next page
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Folders Tools Tools, continued

Buttons Function
| Hide Field Hide a currently displayed field.
- Move Left Swap the current field with thg field to its left in a
- multi-record block. In a single-record block,
move the current field one character width to the
left
= | Move Richt Swap the current field with the field to its right in
. g a multi—record block. In a single—record block,
move the current field one character width to the
right
. Move the current field up by one character height
— Move Up for a single—record display
Move the current field down by one character
- Move Down height for a single—record display

Continued on next page
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Creating a Folder

Folder Window

Step

Action

Navigation Path —View — List —People Folder

People folder

+ Total Compensation
- View
+ Histories
- Lists

People Folder
Assignment Folder
People by Assignment
Assignments
Employees by Organization
Employees by Position
Emps by Position Hierarchy
Employees by Element
Employees by Absence Type
People by Special Information

Vacancies

Organization Budgets

Position Budgets

Employee Accruals

Employee Benefits

Tax Balances

System Messages

Assinnmeant Praress Results

Lo [+

[ [

NOTE: Any window listed under View — List is a folder window
and the following procedures apply to all.

Select Folder > New. You will see a Create New Folder window.

Folder [ Tools

[y, .
Cpen...
Save
Save As. .
Delete...

The create New Folder window opens: Enter a new and unique
folder name.

Autoguery
-

ry

Include y
Show Query

Continued on next page
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Creating a Folder, continued

Folder Window

Step Action
4 Select the Autoquery option you require.

Autoquery

NOTE: You must be very careful in assigning the Autoquery

option. The basic rule is that the folder should behave the same as

iﬂz the standard screen. If, when you enter the standard screen, data is
automatically displayed, set the Autoquery option to “Always”; if

it is not, set the option to “Never.”

5 Check Open as Default if you want this folder definition to open as

your default every time you invoke the form.

6 Check Public if you want other users to have access to this folder.

7 Click the <OK> button when you are finished

Continued on next page
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Creating a Folder, continued

Defining One advantage of a folder is that you can customize it to display only the
Folder Query records you want to see. You can easily define and alter the query criteria for
Criteria any folder and save those criteria in a folder definition

Step Action

8 Initial query mode by Pressing the F11 key, Enter the Search
Criteria and press CTRL and F11 buttons. At least one record has
to be retrieved for the folder to memorize the query.

=
Full Marne Type Title Sex K
%A%

9 After the query has completed click Folder > Save. This query is
saved in a folder definition

Folder ' Tools Wi

e,
Qpen...
Save
Save As...
Delete...

10 Verify this folder has been saved with the parameters you have
selected. Click <Folder> <Open>. The open folder window will
appear with the Name of the folder and creator.

11 You can query your folder in this window with the specific
parameters given. And if you choose you can reset the query
criteria by selecting Folder > Reset Query
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Exporting Data

Exporting Data  You can export Data from any of your Views (Folder windows)
Step Action
1 Before beginning, you must execute a query or open a Folder with
the data you would like to export.
From the main menu Click <File> <Export>.
File Edit Wiew Folder Too

[l ety
Dpen

Save
Save and Proceed
[ext Step
—Pripon

2 If there are several hundred records to be retrieved a Decision box
will appear click the <Continue> button.

il
number of

Caontinue to End

NOTE: This will occur after every 100 records, to avoid having to
click the continue button several time, Click the <Continue to
End> button to expedite query.

3 A Progress box will appear showing the percentage of data being
exported.

Exporting data..

Continued on next page
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Exporting Data, continued

Exporting Data

Step

Action

After the export is complete a File Download window will open.
You have a choice of Save the File to disk or Open this file from
the current location. Click the <OK> button once you have made a
selection.

File Download

x|
‘You have chosen to dovnload a file from this location.

frnd_gfm download from aspen stetis.com

“wihat would you like to da with this file?

£ Open this file fram it cunent location
£ Sawe tis file to disk

I¥ Allays ask before apening this tipe of file

o]

Concel | Morelnio |

If you select “Save this file to disk” you will be allowed to save
the file to your area of choice.

21x|
Save in: |3l My Documents | «®merE-
| =AMy Fictures
|_15naglt Catalog
File name: o] =l Save |
Saveastype: [ tsv Document =l Cancel |
4

If you select the option to open the file, the Program window will
appear: Highlight EXCEL and click the<OK> button.
open wich...___________

21z
A

Click the program you want to use to open
Fnd_gfm{1].ts'.
If the program is not listed, click Other.

Description far files of this type:

Chanse the program yau wank ko use:
oA FormFlow Filler

[Blmaging

[, Imaging Preview

(& Intemet Explorer

[Blricrosoft Access

ngcmsnFt Office 2000 companent

-,

|
1

|

¥ &lways use this program to open these files

=1

Concel | other... |

The data you exported will now be imported to an excel
spreadsheet; you can save the file with an XLS extension to the
directory of your choice.

NOTE: The file will download as a text delimited. Change the

file type before saving the file to your directory.
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Lesson 2: Other Functions of Oracle Application Window,

continued

NOTES
Begin the following exercises:

e Exercise 1 — Query’s (Retrieving Data)

e Exercise 2 — Folder Tools and Creating a Folder
e Exercise 3 — Exporting Data

Approximately 25 minutes
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Lesson 2 Exercise 1: Query’s (Retrieving Data)

Purpose Practice the querying for retrieving records so you will be able to complete
other related actions:

Directions 1. From the Navigate list select View — List — Assignment Folder.
The Assignment Folder window will open.

2. In the Assignment Folder window: Use one of the Query methods
a) Click the “Both” radial button.

b) Press the [F11] button on the keyboard or from the Main menu
click<View> <Query by Example><Enter>

c) Enter a query in the Full Name data field (e.g., A%)

d) Press the Crtl + [F11] button on the keyboard or Click <View>
<Query by Example><Run> to execute the query

e) The current record indicator will be on first record in the list, you
can select another record if you choose.

NOTE: Refer back to Demo for detailed steps

Estimated Time 10 min
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Lesson 2 Exercise 2: Folder Tools and Creating a Folder

Purpose Practice creating a folder and customizing the display of data in the folders:

Directions 3. Navigation path select View — List — People Folder. The People
Folder window will open.

4. Create your own unique folder.

5. In the People Folder window perform one of the Query methods as in
Lesson 2 Exercise 1.

6. Open your folder tools
7. Move the folder columns from right to left.

8. Widen and shrink the folder columns.

NOTE: Refer back to Demo for detailed steps

Estimated Time 15 min
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Lesson 2 Exercise 3: Exporting Data

Purpose Practice exporting data from a folder and importing to an Excel spreadsheet:

Directions 9. Navigation path select View — List — People Folder. The People
Folder window will open.

10. In the People Folder window perform one of the Query methods as in
Lesson 2 Exercise 1.

11. After the query has retrieved the data.
12. Export it for viewing.

NOTE: Refer back to Demo for detailed steps

Estimated Time 15 min
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Lesson 2: Other Functions of Oracle Application Windows,
continued

Key discussion point(s)

e Limitations of criteria used to retrieve data using the Find
Mode. There are generally less fields (criteria) to query
on. In addition, the Find Mode is not accessible in all the
windows.

e The Query Mode is more efficient when you have exact
matching data.

e The steps to executing a Query will apply to any Oracle
Application form. Oracle will retrieve data based on the
criteria that you entered. You will learn two ways to create
queries, Find Mode and Query Mode.

e Folder Tools are available in the Personnelists and Federal
HR Manger roles.

e Brainstorm various uses for the Folders.

Review the objectives

N

Vo) Questions?
@\1’/@
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Remarks/
Discussion

Lesson 3: The Position Window

This lesson will introduce you to the Position Window and new
functionality in Oracle 11i. This lesson will provide a quick
hands-on exercise before we begin the lesson Copying a
Position.

After this training, you will be able to:
e Navigate to the Positions Window.
e Use the Date Track function to view history.
e Use Task Flow Buttons to view other windows.

The position window is the beginning window for most position
actions. Review fields, buttons, Extra Information Types, and
Flex Fields.

Turn to the Demo and observe while I:

e Navigate to the Position Window.

e Use the Find Mode to retrieve a position.

e Review fields, Tabs, and Task Flow Buttons.

51
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DEMO

The Position Window

Accessing the Position Window

Find the Position

Step

Action

1

Navigation Path: Work Structure — Position — Description

Work Structures:Position:Description
Enter Position names

+ Request for Personnel Action ': Top Ten List

+ CATRANSFER Request
:ﬂ + Mass Actions
Chvilian Inbox
= | |+ Complaints Tracking
Breakdown Folder

Reduction In Force (RIF)
+ People

)
.a,_"‘l + Recruitment
=

- Work Structures
Location

+ Organization

+ Jobh

- Position

Description

Step

Action

The Find Positions window displays.

== Find Positions

This window is a new feature that provides an easy method to
retrieve a blank Position window for building a new position, and
for querying current positions in the database.

e You can query on any of the data fields associated with

the Name (now Date Effective Name) data fields.

e You can use the Sequence Number.
You don’t have to use the periods to separate data, i.e.
“”“PERSONNEL%” is now just “PERSONNEL%.”

Continued on next page
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The The Position Window, continued

Step

Action

On the Find Positions window, click in the name data field.
All fields should be blank before entering your query. A query can
be performed in any of the data fields.

T R T KT G

’Note: Do not click the <Find> button without entering data in one
of the fields. It causes a lengthy delay while the system searches
the entire position data base.

Enter search criteria in an appropriate field followed by a % sign.
For example, in the Title data field, enter “PERSONNEL%,” to
retrieve all positions with “PERSONNEL” in the Title.

=1 Flexiield

Sequerce Mumber

Aiger
Position Type -

NOTE: The fields are case sensitive. If the Title was built with

all caps, you must use all caps when entering the Title
information.

Continued on next page
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The The Position Window, continued

Step

Action

Click the <OK> button. The Find Positions window opens with
the info in the Name data field:

WE T PERSONNEL . .
o G o>

Job

Organization

Location

Click the <Find> button. The Position Window opens with the

first position that matches your criteria:

R

Position Details

Date Effective Name 00000.PERSONNEL ADMIN SP 63084 NGAR.AGR
Type |None ¥ Bermanent I~ Seasonal
r OFEANTZRHION & JOb oo smrmioms o om0 s R s e 7
| Organization {HO STARC CA NGARWEAYAA Proposed End Date
: Jab DODT.AGR Proposed End Date i
f Status [Active Start Date [07-AUG-1995 Proposed End Date {
Laeation (063150067 Status [Valid
:.. Effnlﬁwl)ﬂm R R — e e i
From [07-AUG-1995 To | Further Info | 1}

The message bar at the bottom of the window displays “Record:
1/?” indicating there is more than one record. Use the Up and
Down Keys to search for the position you need.

Building a New Position

Step

Action

1

If you need to build a new position,

1. Click the <New> button. The Position Window opens.

2. Enter the information in the Position details tabs and the
Others button.

3. Validate and Save.

Continued on next page
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The The Position Window, continued

Querying a Current Position

Step Action
1 If you need to view a current position, or make changes to a current
position, you can use the usual query method:

1. Close the Find Positions window. The Position Details
window opens.

2. Press F11 key (prior to clicking anywhere on the form),
to query the position.

3. Enter the name of the position in the Date Effective
Name data field, for example: “.PERSONNEL%"”.

4. Press Ctrl and F11 keys simultaneously. The first
position with the query criteria displays.

5. Scroll to the position using the Up and Down Keys.
When the desired Position window displays, make the
changes on the appropriate tabs.

6. Validate and Save.

Position The Position Window opens with the Position Details Tab open. Click on

Window the other three tabs to display: Hiring Information, Work Terms, and

Description Additional Detail, which are not being used by components at this time.
Tab Example/Description

Position Details

Position Details

Start Date
Date Effective Name

Type Ein_gle Incumbent I Parmanent I Seazonal
- Organization &Job S SR e R
Proposed End Dates Organization | Proposed End Date
: Job Py d End Dt
are Optional - E L e T -
Hiring Status = 2 - : - : - : - -
Status I_'“ o Start Date g — Proposed End Date o
Location 1 Status ; ]
- Effective Dates :
From 25-0CT-2002 To | Fuither Info 1! l.E_ |

Walidate I Occupancy I Extra lpformation I Reporting To I Others...

Continued on next page
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The The Position Window, continued

Tab

Hiring
Information

(Full Time
Equivalent)

Example/Description

_> FTE ﬁ
Earliest Hire Date {

Bargaining Unit I

™ Permit Recruiting

Headcount |1
Fill by Date

Payrall Salary Basis

Grade Step Grade/Scale Rate

Value Grade Rate Rangs | | |
~ Probation
- Duraticn

Proposed Layoffi |

Druration Linit 1
: FTE

~ Duration E Duration Unit 1

Work Terms

UL e S ] =

B ] APt

Work Terms

- Normal Time

Warking Houre | Frequency Stant I
Supemnisor ™ Replagement Required

Related Positions

End

I Warks Council Aperoval

Supervisor
Relief
Successor

- Extended Pay Term g
T Egtended Pay Permitted Day Manth
1 Work Term End

o] Manth
“Work Term Start E

Pay Term End

Additional
Detail

1 Additional Detail

Cormments

Posting Descrption
Tal
1 =

Securty Requirements

- Amendment Information

Date rw.._.,

Recommendation
| e

Reference Mumber

Continued on next page
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The The Position Window, continued
There are five taskflow buttons on the Position Window:
Taskflow Example/Description
Button
<Validate> When you click the Validate taskflow button, the system
performs the necessary edit checks and updates the database with
the new information.
<Occupancy> | Displays the employees who have occupied the position, plus
their start and end dates.
8 .
Full Name | Applicant Number |Employee Number |StartDate  |EndDate
Michael J i 19824 JUEILE T D
Coaper, Harriett.J 13020 |14APRA96  [20JAN2001
Person
If you want to view the employee’s record, you can highlight the
name and click the <Person> button at the bottom of the
window.
<Extra
Information>

{Acquisition Program Information ; ; i
- |Additional Mass Actions Information

Alr Force AGR. -

{AIr Force Appropriated/Local Nad

{AIr Force Guard Technician

{Amy AGR . .

Ay Appropriated/Local National

Army COE Hopper Dredge

Continued on next page
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The The Position Window, continued
Taskflow Button Example/Description
<Extra e The fields include the data items required to pass
Information> the Central Personnel Data File (CPDF) edits, as
(Cont) well as optional position data items required by
each component. The system supplies values from
the data base for those data items completed earlier
in the position build or by direct data entry.
e To view or enter Extra Information data, highlight
the Type of information and click in the Details
Field.
<Reporting To> | This button displays the Hierarchy and Position Name
information. o
= 1303.INDUSTRIAL ENGINEER.54016 AFD & =
<Others>

58

Alr Force Appropriated Fund

Air Force Guard Technician
Air Force Local Mational
Air Foree Nonappropriated Fund
Aoy Active Guand And Resere
Armry Appropristed Fund

Arrmy Guard Technician

Arrrryt Local Mational

Arry Monappropriated Fund
Defense Commissany Agency
Dafense Contract Audit Agency
Dafense Finance And Atcounting
Defense Logistics Agency
Defense Security Senice

Dafense Threal Reduction Agancy
DOD Education Agency

DOD Inspecior General

HMawy

US University Of Health Sciences
Wirtual Posilion

Washington Headquariers Semvice
Mawy Local Mational
BBGNBEE Data
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Begin the Following Exercise:

e Exercise 1 — Query a Position

Approximately 10 minutes

NOTES
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Lesson 3 Exercise 1: Querying within the Position Window

Purpose Practice the querying options for retrieving position records so you will be
able to complete other position-related actions:

¢ Quick copy a position
e Validate a position

e Change position data

Directions Find the Position Window and Query a position. Navigate through the form
and complete the following questions.

1. Navigation Path: Work Structure — Position — Description,
double click on Description.
2. In the Find Positions window locate a position.

Complete the following questions:

a. Name of Position you queried?

b. Which method did you use to find a position?

Circle One Find Mode or Query Mode

c. List one employee that has or is currently occupying the position?

NOTE: Refer back to the DEMO for detailed steps.

Estimated Time 10 min
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Lesson 3: The Position Window, continued

NOTES
Key discussion point(s)
¢ Query and Find Mode options can be used to retrieve a

position.

e Position Window is Date Tracked, viewing past changes.

e Updatable data fields are yellow and white, gray fields are
not used by DoD.

e When you delete a position, the sequence numbers are
recycled and are used again.

e Position Type in the Position Details Tab defaults to Single
Incumbent.

Review the objectives

Vo) Questions?
@ \)(A uesti
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Lesson 4: Accessing the People & Person Summary Window

NOTES
> This lesson will introduce you to the People and Person
' Summary Window. These Windows store information such as

education, licenses, and basic geographical information.

7,
M After this training, you will be able to:
P e Navigate to the People Window.
e Locate information stored in the Tabs or Taskflow

Buttons.

e Use the Person Summary Window to view data stored in
Tabs or Taskflow Buttons in one place.

Remarkel The People Window is the beginning window to create a persons
Discussion record. This Window stores critical information that you need to
run your business processes.

Turn to the Demo and observe while I:

e Navigate to the People Window.

e Use the Find Mode to retrieve a person.
e Review fields, Tabs, and Task Flow Buttons.
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DEMO
People Window

Accessing the People Window

Step

Action

1

Navigation Path — People — Enter and Maintain. The Find
Person window displays:

Find Person

10

If you are building an applicant, click the <New> button. The
People window displays. Complete the data fields.

If you need to make a change to an employee record or view the
information in the Person Summary, click the LOV at the end of
the Full Name data field on the Find Person Window.

The People —Find window displays.

e Enter a % sign to view all the names in the data base, or
Enter the first letter of the last name with a % sign. For
example: “A%” displays all last names starting with an
C‘A.77

Employee Mumber . Applicant Nu;

Continued on next page
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People Window, continued

Step Action
5 The People — Find Window displays with a list of names and
Employee/Applicant Numbers. Select the name, and click <OK>.

jiPeople e

Type | Employee Mumber  Applicant Mumber E
Employes 4 14
Ex-ermpioyes s 15
Ex 16

6 The People window displays the data fields automatically
populated. There are nine tabs and five taskflow buttons. The
Personal Tab displays first.

16-1AN-1973 |

ldentification

Age
Town of Birth Status
Region of Birth Mationality
Country of Birth TERED_DISABLED_FLAG

Effective Dates
Hil e 18-JAN-1973 1

Address Extra Inf ion Agsignment Special lnfo Others._

Continued on next page
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People Window, cContinued

People Window Description

Tab Example/Description

Personal

Binh Date £ Age
Town of Birth Status

Region of Burth Hationality
Country of Birth TERED_DISABLED_FLAG

Employment:
Ethnic Origin H Status
9 Expiration
‘Wateran Status Mew Hire
I Child Support Obligation Excaption Reasan
™ Cpted for hedicare
Office Details
Office H Email 1—H—
Location Pail To i
Mailstop
Applicant
Background
Date Checked i
Rehire Reire [

Reason [

Further Name

Hanors [l

Preferred Name E
Previous Last Name E

Continued on next page
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People Window, continued

People Window
Taskflow
Buttons

March, 2003

Tab Example/Description
Medical als 4 ol
Blood Type | =
Last Test Date |
Last Test By |
Other

Availability Schedule | £ Student Status

...
Full-time Awailability | Date Last Verified |

e 2
Comespondence Language |

e

Date of Death | I™ Second Passport Exists (J)

= |0 Mildane Semice

The People Window has five Taskflow Buttons:

Address

Extra Information

Assignment (has six tabs)

Special Information

Others (with Navigation Options including the Person Summary)

Continued on next page
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Person Summary

Accessing the Person Summary

Step Action

1 Navigation Path — People — Enter and Maintain. The Find
Person Window displays. (For examples, refer to Accessing the
People Window in this guide.)

2 Click the LOV at the end of the Full Name data field.

The People —Find Window displays.
e Enter a % sign to view all the names in the data base, or
e Enter the first letter of the last name with a % sign. For

example: “A%” displays all last names starting with an
G‘A'77

Employee Mumber - Applicant Nus

Click the <Find> button
4 The People — Find window opens with list of names and
Employee Numbers. Highlight the name and click <OK>.

Employee Mumber  Applicant N :

Andraves, Juiy P Efmplyes
Andrewes, Julian W Ermploves
Andrewes, Meil Employes
Andrawes, Willizm J Employes
Andraves, William Lae AGR Empliyes

5 The Find Person window displays the Employee Name, and

Number:
EFind Person ¢ A

(RLET = Andrews, James G E

Click the <Find> button.

Continued on next page
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Person Summary, Continued

Step Action

ldentification

Birth Date [11JAN1952
Town of Birth [ Status 1

Region of Birth | Hationality |

Country of Birth | TERED DISABLED_FLAG |

Effective Dates

Address Extra Inf on Agsignrment Special lnfo Others...

7 Click the <Others> button. The Navigation Options window
opens:

| Nandgation Options

Eluu.kings
Absence
Contact
Application

Compelence Profile
Guakncations

| otk Cholces

¥ Schools and Colleges Afendad
End Apglicalion

FPhonies

Communication Delivery Methods
Farson Type Usage

Contract

Supplementary Roles

Medical Assessments

End Employment

8 Finance infarmalion

W Picture

8 Select Person Summary and click the<OK> button.

Continued on next page
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Person Summary, Continued

Step Action

9 The Person Summary window contains 12 tabs. The form will
only display a few at a time. To view additional tabs click the
arrows to the right of the tab headings:

FHRTEL T Andrews, James G 1 Social Secunty

Person; Information

— Date of Birth Gender [Male
Citizenship FII.S. Citizen, includes U.S. Nationals
Race ar Mational Origin ldent Pending
Appointment Type Competitive . Career
Type of Employment Full Time Employee In Pay Status

FERS Coverage |Not Covered by FERS

Previous Retirament Coverage |Previously Coverad

Agency Code Transfer Fromm |

~SCD

Date Last Prometion Leava 18‘!”‘19?3

Date Corwversion Caraer Bagins { Ciilian iumnm
Date Comersion Career Due | | RIF W
Date VRA Comersion Due | e R

Tab Example/Description
Person - ; i

Parzon; Information

.
Information Date of Bith [11-JAN-1952 Gender [Male
Citizenship |1 s, Citizen, includes L.5. Nationals
Race or Matienal Crigin |1 Ident Pending
Appointment Type 1A Competitive . Career
Type of Employment |1 Full Time Employee In Pay Status
FERS Coverage 1 {Mot Covered by FERS
Previous Retirement Caverage [P |Previously Covered
Agency Code Transfer From | |
R ~SCp |
Date Last Promotion [30-JAN-2000 i Leave |18-JAN1973 ,
Date Cornversion Career Begins : Chalian  18.JANA9T3 |
Date Conversion Career Dus i RIF [181AN1973 {
Date VRA Conversion Due | TSP .

Continued on next page
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Person Summary, Continued

Tab Example/Description
Person Mlhtary/ Person. Military/Education
Education
Craditable Military Serice ﬁ;
Frozen Serdce |[00DD
~ Vet Details
| \aterans Praference (2 5. Point
E Weterans Prefarance for RIF Y Yes
j Veterans Status |V Vietnam-Era Veteran
e Edunuon e e b B B A A L AR B LA 8 A A R A A 4 A S8 PRI 4 P AA PSR S .
Education Level |04 1HIgh school graduate or cenificate of equivalency
Acadermic Distipline |
; Year Degrae/Cer Allained
ASSlgnment Assignment. Information
Information
Assignment Status Mshﬁmm
Pay Rate Detarminant A Retained Grade - Different Position
Tenuwe |1 Permanent - Tenure Group 1
Annuitant Indicator |9 Not Applicable
Wifork Schedule |F Full-Time
Part-Time Indicator
Part-Time Hours Biweekly
Date Wizl Due
Dty Status |ll] Mo Action Pending
NTE Date Exists T,
Assignment
PrObation/ Aszsignment: Prabation/Retained Grade
Retained Grade L T —— i e
Diate ProbiTrial Panod Begins
Date Prob/Trial Period Ends |
Date Spvi/Mgr Brob Ends |
Spwet/Myr Prob Complation 100 blot Determined
Date SES Prob Expires |
e RBEBMIMNEE GEBIE v o1 tcvsie 10 et 11100 e ey o R e A A AR b T AT P bt 5
Diate From Grade or Laval |
Diate To [ Step or Rate
£ H = Pay Plan ]
Additional Retained Gradefs) Exist
Pay Table ID
Pay Basis

Continued on next page
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Person Summary, Continued

Tab

Example/Description

Position:
Title/Pay
Prev/Grade,
Etc.

Position: THle/Pay Plan/GradeElc.

Fosilion Title FUPt'll\i'ISIJRV DOCUMENT AUTOMA

Pasition Warking Title

Fosition Descrip Mum  [PO205

Saguence Murmber (64940

AgancyfSubelement Code [DDO7

|Ilafonu Logistics Agency (DDOT)

Parsonnel Office 1D 1932
Pay Plan GS— Org.
Grade or Leval ps_
Step or Rate r
Pay Basis IPA—
Pay Table D fo0s6

|Kl]ofonu Logistics Agency (1932)

Structure D 0408

Target Grade lesue
Tirnekeeper
Occupational Series {0301

Cuty Station 1D 240015025
Locality Pay Area (Washington

|,ABERDEEI| PROY GRND / HARFORD £ MARYLAND

Locality Percentage {11.48

Position:
Extra
Information

Paosition: Extra Information

Payrall Office 1D |CH |DOD Payrall Office, Charleston, SC
Work Schedule [F |Full-Time
Fosition Type [Appropriated Fund Position
LEQ Position Indicator 0 illo Applicable Program
FLEA Category [E IExsmpI
Bargaining Unit Status (3868 lIneligible for Inclusion In A Bargaining Unit
2
1

Pasition Sansitivity Ellmmcnl.Snsiliua (NCS) National Security Risk

Position Occupied |Competitive Service
Supenisory Status 2 Supervisor of Manager
Type Employes Supervised (99 NOT APPLICABLE
Functional Class (00 Not Applicable
Kay Emergency Essential |N Pasition Not Desi 1 E y-E ial Or Key

Position:
Organization/
Appropriation
Code/Etc.:

nsition: Organizationf&ppropriation Code/Efc.

Competitive Area Competitive Level ﬁ;‘i
Appropriation Code 1 ﬁwm Appropriation Code 2 E

~ Position’s Organization -
t Marne

. [Z60408

5 Infarmatian Lines

e

| [DAPS PHILADELPHIA

 |CENTER ABERDEEN PRV GRNDS MD
* |ABERDEEN MD 21005 5001

i
i
i

i

Continued on next page
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Person Summary, Continued

Tab Example/Description
Pay Salary
Basic Pay | 39,043.00 13-JAN-2002
Locality Pay | 4,482.00 13-JAN 2002
Adjusted Basic Pay | 43,525.00 13-JAN-2002
Cther Pay | 0.00 18 JUN 2000
AUO
Hyaailability Pay
Retantion Allowance
Stafiing Differential
Supervisory Diffarential
Total Pay 43,525.00 13-JAN-2002
EDP Type 1
Hazard Type !
Pay Benefits
Retirament Plan 1 |CSRS Effectiva Dale [18-JUN.2000
FEGL |DD |Basic + Option A Effective Dale [18.JUN.2000
r Health Benefits
! Flan 45 {Mail Handlers-Std (45) Effectivs Date [18-JUN.-2000
| Enroliment |2 |High Option Self and Family @) Effective Date [ 16-JUN.2000
I Thrift Savings Plan = e
g Amount Effactive Date 01-JUL2001
i Rate Stalus | [Eligible To Contribute
] G Fund Status Date [12.APR1987
i F Fund Eligibility Date |
é [ e e,
H C Fund
Performance
Appraisal Type A {Annual Appraisal
Rating of Record 3 {Acceptable, Fully Pass, Sat, Successful, Succ
Dale Efiective [0Z-JANZODD
Awards/Bonus AwanisfEonus
Date Award Earned Amwnt_ i
~ Relocation Bonus R i Bonus
Effective Date S Effective Date Amount
| i g
] L
I B .

Continued on next page
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Person Summary, continued

Tab

Example/Description

Notification of
Personnel
Actions

Motification of Persannel Actions

———Fitst NOA- Second NOA———

Code Description Code  Description Effactive Date Updated HR
J702  [Promation | j02.0CT2001  [05.0CT-2001
o6 Career Appointment 1.0 CT-2001 [05.0CT 2001
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Lesson 4: Accessing the People & Person Summary Window,

continued

NOTES
Begin the following exercises:

e Exercise 1 — Accessing the People Window

e Exercise 2 — Accessing the Person Summary
Window

Approximately 15 minutes
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Lesson 4 Exercise 1: Accessing the People Window

Purpose

Directions

Estimated Time

Practice retrieving records and navigating in the People Window so you will
know where to locate key information. This exercise is also a practice for the
first part of the next exercise.

Find the People Window and Query a person. Navigate through the form
and complete the following questions.

3. Navigation Path — People - Enter and Maintain. The Find
Person window displays.
4. In the Find Person window locate a person. .

Complete the following questions:

d. What is the person’s employee number?

e. Does the person have an I-9 Status?

f.  What tab did you locate the I-9 Status on?

NOTE: Refer back to DEMO for detailed steps.

10 min
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Lesson 4 Exercise 2:Accessing the Person Summary window

Purpose

Directions

Estimated Time

Practice using the Person Summary Window to access key information in one
window.

Find the People Window and Query a person. Navigate through the form
and complete the following questions.

5. Navigation Path — People - Enter and Maintain. The Find
Person window displays.

6. In the Find Person window locate a person.

7. Click the <Others> button and select Person Summary.

Complete the following questions:

g. What is the person’s Work Schedule located on the Position Extra
Information Tab?

h. What is the current Position Title for the person you selected?

i.  What tab did you locate the Position Title on?

j.  Does the person you selected have any Awards?

NOTE: Refer back to DEMO for detailed steps.

10 min
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Lesson 4:Accessing the People & Person Summary Window,
continued

NOTES
Key discussion point(s)
¢ Query and Find Mode options can be used to retrieve a

person.
e People Window is Date Tracked, viewing past changes.
e Data maintained in various Tabs and Buttons.

e Easy access to information stored in various areas in the
People Form in one easy to view window.

Review the objectives

N

Vo) Questions?
@\1’/@
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Lesson 5: Copying a Position

NOTES

create a new one. Position Copy reduces the time and effort

ﬁ This lesson will show you how to copy an existing position to
required to create positions and ensures accurate data.

After this training, you will be able to:

e Specify criteria for finding and selecting positions.

e Use existing positions to create new ones making minor
or major changes to the position definition.

e Copy a specific position or retrieve all positions that
correspond to the criteria.

e Preview the results before creating the final copies.

e Save the set of positions (unlimited) and continue
working on it at another time, i.e., when you have
received all the information required to complete the
position definitions.

much like copying and pasting. There are only two windows

Position Copy is one of the features of a windows-based system,
Discussion
required.

The position copied must be in a Valid Status.

Turn to the Demo and observe while I:

e Copy a position

e Use three methods of retrieving

e Validating the copied positions
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DEMO
Copying a Position

Accessing the Position Copy Window

Step Action

1 Navigation Path —-Work Structures — Position — Position Copy.

The Position Copy window opens with two tabs, Original and New:

XA X

(=R R 22 -NOV-2002

~Selection Criteria

Paosition Name I Other Critenia E Default Copies: Cuery

__ dob Descripin_ |

Selection . Y

Continued on next page
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Copying a Position, continued

Entering You can copy a specific position or retrieve all positions that correspond to
Selection the criteria.
Criteria
Step Action
1 In the Position Copy window, enter a unique name in the Name

data field to identify the set of position(s) to be copied. Enter a
name even if you are going to copy only one position.

WE = AFR-TEST COPY
=N Pending Query

For Example, use your initials, date, Position Title, etc.

2 The Effective Date populates with the current date.

e It applies to all the positions that you query. If you do not
enter a date, the system uses the current date.

e Change the Effective Date if you want a date that
corresponds to the position to be copied.

3 In the Position window click in Position Name data field.

Fosition Mame «

Selecting a There are several ways to query a position on the Position Flexfield.
Position to e Enter part of the data, with or without using the <Combinations>
Copy taskflow button:

-Entering a Sequence Number produces only one position;
-Entering a Title produces a list of all positions with that title;
e Enter information in all the data fields.

Continued on next page
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Copying a Position, continued

Query by
Sequence Follow these steps to retrieve a single position, using the Sequence Number
Number of the position:
Step Action
5 Enter the Sequence Number you whish to query and click the <OK>
button.
6 The Criteria Flexfield opens Click the <OK> button.
7 The Position Copy window opens with “Pending Query” in the
Status data field at the top, and Position Name populates with the
Sequence Number under the Selection Criteria.
8 Enter the number of copies needed in the Default Copies data field.
Default Copies ||
9 Click the <Query> button. Query
The Position Copy window displays the retrieved record(s) in the
Status data field. The position data populates in the columns:
Copies, Position Name, Status, Job Description, Organization
i Description, Hiring Status, etc.
f Note: The number of copies you entered displays under Default
Copies data field and the Copies Column.

Continued on next page
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Copying a Position, continued

Completing the Position Copy

Step
10 .
Click on the New Tab.
11 Click in the Change List data field.

Change List o <

12 The Change List window opens: Change any of the data fields that
apply to the new position(s). Click the <OK> button.

0K Cancel Clear Halp

12 | After making all necessary changes click the<Create New> button
on the upper right side of the window.

Create Mew

13 A Note Message Box displays: “Pending record(s) created on New
Tab.” Click the <OK> button.

14 The New window Tab displays the Position data populated in
Position Name data field and the Columns populated with the
number of positions to copy. The Status data field at the top
populates with “Pending New Record(s).”

15 Click the <Submit> button at the bottom of the window.

16 A Note displays: Transaction applied and concurrent request
(B submitted. Click the <OK> button.

17 | From the Position Window, retrieve the new positions and verify
that all the data is correct.

Continued on next page
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Copying a Position, continued

Step Action
18 | If the position copy is in the status of “Error New Record(s),”
follow procedures for Viewing the Process Log.

e When the position copy is submitted, the system refreshes
the position data with the exception of the Change List
items and any manual changes you’ve made. It refreshes
the data based on the Effective Date.

e The system validates the position using the same validation
process it does when you create a position with the
Position Window.

You can query the new position in the Position Window and
continue making further changes, for example, in Position Extra
Information.

19 | Re-query the position copy name (Personnelist Position Copy) to
refresh the status. Press F11, type in Personnelist%, CTRL+F11.

Selection Criteria

Position Name gm.mnnalbﬁ Other Criteria i Default Copies {1 —— 5

Copies _ PostionName ___ Status ____JobDescrigtion _| Organization Descrption |
JMO01.Personnelists [Cnmplamd F)‘ZM Human Reso [U S ARMY ENGINEER DISTRIC

Continued on next page
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Verifying the Position

Viewing the
Process Log

If the status is “Error New Record(s),” use the Process Log to view the error
message associated with the position copy. The Process Log also includes
Position Copy transactions that completed successfully.

Step Action
1 Navigation Path — Federal Maintenance Forms — Process
Log. The Process Log Navigator window opens:

Message

Personal Shortcuts

- ate|
B
=g Public Shortcuts

Description |Choose a Process Log from the View listto =~
display detailed information about a
transaction or process.

Pasition Update

2 Under View, click on the drop down list to select Position Copy
view.

Budget Commitment
Commitment GL Posting

&> ol Budget GL Posting

&3 Persc Migrate Budgets

&g public Under Budgeted Entities
Position Copy

Position Transaction
Paosition Update

Message

Description |Choose a Process Log from the View listto =
display detailed information about a
transaction or process.

Position Update

Continued on next page
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Verifying the Position, Continued

Step Action

3 Click on the plus sign (+) next to Position Copy to view the list of
Position Copy transactions.
e Green Light indicates “Copied”
e Red Light indicates “Errors”
The error message is shown on the right under Message. This
error is related to invalid data associated with the original Position
being copied. You need to correct this information on the Position
window, and then go back to Position Copy.
e Re-query the Position Copy transaction that is in status of
Error New Record(s).
e On the Original Tab, click Query. This retrieves the
original position with the correct data.
e C(Click on New and continue with the position copy.

4 You may delete a position copy transaction if the status is Pending
New Record(s) or Error New Record(s). Once the status is
Completed, you are not able to delete the transaction.
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Begin the following exercises:

e Exercise 1 — Copying a Position

Approximately 25 minutes

NOTES
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Lesson 5 Exercise 1: Copying a Position

Purpose Practice Position Copy to reduce time and effort required to create positions
and ensure accurate data.

Directions Find the Position to copy, complete the New position and Validate.

8. Navigation Path: Work Structures — Position — Position Copy.
The Position Copy window has two tabs; Original and New.

9. In the Position Copy window, enter a unique name in the Name data
field to identify a single or set of position(s) to be copied.

10. Find a position to copy.

11. Click in the New Tab.

12. Change some data in the Change List.

13. Click Create New button after making the data changes.

14. Click Submit.

15. Validate the new position by Navigating to Federal Maintenance
Forms — Process Log.

16. Under View, click on the drop down list to select Position Copy view.

17. Click on the plus sign (+) next to Position Copy to view the list of
Position Copy transactions.
Green Light indicates “Copy was Successful”
Red Light indicates “Errors”

NOTE: Refer back to the DEMO for detailed steps.

Estimated Time 25 min
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Lesson 5: Copying a Position, continued

NOTES

Key discussion point(s)
e You can copy up to five positions

¢ You must validate each new copied position

¢ You will need to query the position from the Position
Window.

e You will need to know the position number, or other
querying information (Title, Sequence, Agency Group, or
Position Type) to retrieve the position to copy.

e [t is now possible to copy invalid positions. Be sure the
status is “Valid” before copying.

Review the objectives

Vo) Questions?
@ \)(A uesti

N
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Lesson 6: Workflow Inbox

> This lesson will introduce you to the Workflow Inbox. The
' Workflow Inbox is used to manage your RPA’s and
Notifications, i.e., HR updates, WFI Notices, etc.

3,
After this training, you will be able to:
@ e Choose which notifications to display and what

information to display for those notifications.

e C(Create a personal Worklist view by defining a set of
filtering criteria to determine what types of notifications
and properties to display.

e Respond and reassign notifications.
e Perform searches to locate specific notifications.

menu for a responsibility assigned to you before you can access

Your system administrator must add the Workflow Inbox to the
Discussion

it and view your Worklist.

Turn to the Demo and observe while I:

Review the Workflow Inbox.
Perform a search on notifications.
Personalize my view.

Create routing rules.

89
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DEMO

Workflow Inbox

Accessing the Workflow Inbox or Worklist

Step Action
1 Navigation Path — Workflow Inbox — Open.

Request for Personnel Action:

+ Request for Personnel Action Top Ten List
+ CAD/TRANSFER Request

+ Complaints Tracking =]
Breakdown Folder
Reduction In Force (RIF}

+ People et

+ Recruitment

+ Work Structures

PSEUDOSFSD
+ View
Step Action
2 The Worklist window opens:
ORACLE' .
Worktlow eraterercas
Worklist

Select ong of the search quenes from the pulldown list and choose the “Go™ buttan to view the results. Simple Search I
To create a new saved search or update an existing one select the "Personalize” button,

Wiew | Cpen Notifications vlﬁi Personalize
Select Notification(s] and ... Opani Reascign I

Select All | Select Mane #Agus  Moxt 28
Select Frnml?rpe !Sula]ec!.-‘ |Sem 1Due|
r Federal HR - Personnel  8PA - Realignment | Reo# MRES4721-2102 20-Now-2002
Action
r Federal HR - Personnel  BPA - Realignment . Reg# MRERAT13-2102 20-Now-2002
Action
r ;Zd_wal HR - Personnel  ppA « Appainiment NTE 15-MAR-2003 - Reg# 02NOVIIEL3S 19-Now-2002
tion
r FEC‘_ETN HR - Personnel  'REA - Career-Cond Appointment - Reog# 02N0VI1AISS 19-how-2002
Action
r Federal HR - Personnel  0PA - Cancallation : e WSIEGSE2 A5 e HNTD

Continue on next page
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Workflow Inbox, continued

Worklist
Window
Description

The features associated with this new inbox for viewing and responding to

notifications are:

e Simple and advanced searches

e (Customized views (Personalize)

e Open and reassign

e (reating routing rules to manage your notifications

Buttons/Links Function

Logout To be developed.

Preferences Displays a General Preference Window — not currently used.

Help Assists with the window.

View List of preconfigured views.

Go Execute the search to review the results.

Personalize Creates a custom view

Simple Search | Locates a one-time search of notifications that match your
criteria

Open Opens the selected notification.

Reassign Currently not available.

Select All Selects all notifications on the current page using check boxes.

Select None

Deselects notifications.

Next

Allow you to view next 25 notifications for the preconfigured
views. (Customized views can be set for a different number to
view.)

Columns

Allows you to sort the columns by clicking on the desired
column. By default, the list is sorted by sent date from most
recent to oldest, and then by subject in alphabetical order. For
example, click on Subject and the notifications are sorted
alphabetically by subject, i.e., all the cancellations are listed
together, and all the corrections are listed together, by Sent date.

From The role from which the notification was sent.

To The role to which the notification was sent.

Type Displays name of the item type of the
notification:

e Federal HR-Personnel Action (RPA),
e OTA Training Request Forms.
Subject | Description of the notification.

Sent Date when the notification was delivered.
Due Date by which the notification should be
completed.

Status Shows “Open,” “Closed,” or “Cancelled.”
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Workflow InboXx, continued

Viewing the Details of a Notification

Step Action

1 Navigate to the full details of a notification by clicking on the
notification’s underlined Subject link. Or check the select box and
the click the <OPEN> button.
Worklist

Select one of the search queries from the pulldown list and choose the "Go” button to view the resulis. 2
X p ' Simple Search
To create a new saved search or update an existing one select the "Personalize” button.

View | Open Naotifications 'IM Personalize
Select Notification(s) and ... Open | Reassign |
L Nest 25

Select Al Nang | ut 26
Salect 1S=:hjen £ |Sem il]u EI
f' Federal HR - Personnel  ppa - Realignment - Reo# .\.‘.nra??'-jm}?’z 20-Now-2002
// Action ! " ;
r Federal HR - Personnel  ppa ; Realignment : Ren# MRESAT13-2102 20-New-2002
Action
r Federal HR - Personnel  BPA . Appointment NTE 15-MAR-2003 - Re# (2NOVIIE43S 19-hlov-2002
Action
2 The Notification Details window opens:
WOTKIIOW T e——

Subject RPA: Realignment : Regd MREB4721.2102

Sent  20-Nov-2002 06:02:20

To CAQ Notifications

Mame [ POl Tripp, Lorraine {1991
Effective Date - 15-JAN-2002 Proposed Effective Date | ASAP
Current Status | APPROVED
Routing Group - ARMYFAB - Army Fab Routing Group
Date Recsived | 20-NOWV-2002 Date Initiated | 20-NOV-2002
Organization : US ARMY ACQ EXEC SPT AGCY, LONG TERM TARAEW2TP3T 01
NOA Family - Realignment
First Action Requested : 790 - Realignment
Second Action Requested
Update HR Emor - ORA-20001: CIV_PAYROLL_S00_11:

Attachments
Response

E

Submi Reassign More Information 2

Batym 1o Worklist

e [f you revisit a notification to which you have already
responded, the Response section indicates that the
response has been submitted, and displays the response
values that were submitted.

e [f anotification does not require a response, the Response
section indicates that as well. Choose the Close button in
the Response section to close the notification so that it
does not appear in your Worklist the next time you view
your open notifications.

Continued on next page
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Workflow InboXx, continued

Step

Action

Click on the attached form icon in the Response section to act on
the notification.

Response

7

Submit Reassign Mo Infarmation =

Bty to Worklist 2

The Launching Form window d1sp1ays
A Launching Form ... - Microsolt: =10] x|

Please look for the form m the
Mawigator window

Keep Window j

You can choose <Keep Window> to continue displaying the
launch window. Otherwise, this window automatically closes after
30 seconds.

| dava 4

The Request for Personnel Action form displays with the details
of the elected notification.

E“"-‘ questfor Personnel Action (Realignment, Rout)
Corg Py
Requesting Infa i
- PART A - Requesting Office
~ 1 Actions Reguested 2 Request Nurmber
EWIW ]HIEBIHLZ‘IIE

. 3 For Additional Information Call {Full Nama] Telephone Murbar 4 Eff Date ASAP

{ [ { L
5 Action Requestad By (Full Name) rﬁlj_e Request Date i
| B Ation Authorized By (Full Name) ,EE Concurrence Date §

. e e S
1 Last Name First Name Middie Name

[I Tipp ’G—r;aina

| 2Social Security Number 3 Date of Birth 4 Effactive Date
i 16.HOV.1969 11 5.JAN.2002

[ FIRST ACI‘IDN = = T SEmﬂD A.CTION - =

| SACode 5B Nature qul:Inn i G-ACode  6-B Nature nl’Atmun

g [NU !Red‘éwaal }

4 ad | en A b LB

Note: If the RPA does not open when selected, it might be
“minimized” and you have to click on the Oracle Application at
the bottom of your desktop to retrieve it.

Enter your information. Save and route the RPA. Or, if you need
more information, close.

Continued on next page
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Step

Action

Response

E

Batym 1o Worklist

7 To request additional information for an RPA, click on the More
Information link.

Submit Reassign Mo information

<«

ORACLE'
Workflow

8 The Request More Information window displays:

Subject RPA: Realignment : Reg# MREG4721.2102

Request More Information From & workflow Participant | =

 Any User I J

Returnio Portal Logout  Preferences

# Information Requested

Copyright 2001 Oracle Corporation. All rights reserved

Cancel Submit |

Privacy Statemert

Return to Portal | Logout | Prefsrences

Search

Search by

Results

Display Name

9 Select Any User, and click on the flashlight. The Search and
Select List of Values window is displayed:

S search and Select List of Yalues - Microsoft Internet Exploser provided by AFPC

Search and Select: Any User

Too firvd o den, Seiect & fiter Rem in the puldown §st and entar some letters in the texd e

|D|sp|a',' Hame j

[

User Hame

94
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Workflow InboXx, continued

Step Action

10 Choose Search By, Display Name on the drop down list, and enter
a value for the display name using the wildcard (%) to search, if
necessary. Click <Go> to view the results of the search.

Search and Select: Any User

Search

Teo fired o daim, sebect & flber Bean in the pulldown kst and enter =

Search by |D|sp|a',' Mame j |\Ic|h|%

Results
1-7 of 7 =] Mext

Display Name User Hame

e PEGGY . YORK
LEPCREM
EATONG
GIACOIAR
YAMADAA
TAIRA]
INABATAL

11 In the Results section, select a name by clicking on the underlined
Display Name. The Request More Information window
displays with the selected User Name. Enter your remarks in the
Information Requested section. This datafield is required as
indicated by the sterisk.
ORACLE _

Wotkflow s s e

Subject RPA: Realignment : Reg# MREB4721.2102

Request More Infarmation From ¢ Workflow Paticipant rzi

@ Any User |Johtetn, Michelle L Q’(I’

* Information Requested [Blagce provde additional information] =]

! j

atal | Logout | Preferences

Copynight 2001 Oracle Corporation. Al rights reserved, o

Continued on next page
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Workflow InboXx, continued

Step Action

12 | Click <Submit>. The request is sent to the specified user. The user
opens up the notification and the following displays:

ORACLE .
\\( il‘I’\'t}(}\\-' sburnio Podsl Logoed Prefersnces Help

Subject RPA: Realignment : Regf MRE84721.2102

Sent 20-Now-2002 06:02:20

To Johtetn, Michelle L

» History £ Johtetn, Michelle L 21.Nov.2002):Please provide additional information
Mame POl Tripp, Lorraine /1991
Effective Date  15-JAN-2002 Proposed Effective Date | ASAP
Current Status . APPROVED
Routing Group : ARMYFAB - Ammy Fab Routing Group
Date Received | 20-NOV-2002 Date Initiated ;| 20-NOV-2002
Organization : US ARMY ACQ EXEC SPT AGCY, LONG TERM TARAEW27F37 01
MOA Family : Realignment
First Action Requested : 790 - Realignment
Second Action Requested |
Update HR Error - ORA-20001: CIV_PAYROLL_500_11

Attachments

Response

— =

This History line shows who the request was sent to along with
comments from the sender. The receiver then clicks on the
Response Icon.

You can also select <Cancel,> to return to the previous page
without sending the request. After you request more information for
a notification, the notification does not appear in your Worklist as
an open notification until the user responds to your request.
However you can still view the notification by selecting the view
Notifications From Me from the Worklist window.

e If you do not want to wait for the additional information
requested, you can respond to the notification using the
Response section of the Notification Details page. In this
case, your pending request is cancelled.

e [f you want to request more information from a different
user, you can submit a new request using the <More
Information> button in the Response section of the
Notification Details page. In this case, your initial request is
replaced by the new request, and only the user to whom you
sent the new request can respond with more information.

Continued on next page
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Simple Search

Step Action
1 On the Worklist Window, click the<Simple Search> button. The
Simple Search window opens:
ORACLE :
Wortkflow Pratererees
Simple Search
Type in & search string to find a specific object or results set Advanced Search WorkFst
Subject "
From |
Sent
E[ Claar
Select From Type Subject Sent Duwe S'x.taﬂ.as
Mo search conducted.
&7 direct or aulo-respond to notifications using routing nules
Save Search
Praferences
2 Enter your search criteria to locate specific notifications. The
search options are Subject, From, and Sent. The Simple Search
window will displays with that search data field populated.
Simple Search
Type in @ s6 slring to find & specdic object or resulls set Advanced Search | Werkli
From |
Sent |
Select Netification(s) and ... Ogon | Reassg
eleci All | Seieci Nons 12 or2 e
Select From [Type J5ubwci |Samt [t |51
r Federal HE - Persatniel Action  EPA g 01-hlov 20002 o)
i Fedaral HR - Pessannel Action L - \pporiment  Beg# 200 TISET M-Dc4-2002 (=]
Save Sew
3 Click <Go>.

Continued on next page
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Workflow InboXx, continued

Step Action

4 The Simple Search window displays the notifications that match
your criteria including those that are closed. Click <Save> to save
your search for a future view. If this search does not provide
enough parameters, you can go to the <Advanced Search> for

additional features.
WOTKIION

Simple Search

Type in @ search stiing to find a specific object of results set. E Advanced Search ; Warklist I

Subject |[Realignment

Fram |
Sent
El Clear 1

Select Notification{s) and ... Open | Reassign
Select Al | Selact Mons Previa 1410 of 10 = =

Solect From |Type |Subject |sent |ous |Status |
r Feders! HR - Personnel Action  BPA _Realignment - Reg# MRESA721-2102 20-Miow-2002 Open
r Fedeoral HR - Personnel Action  BPA : Realignment - Rocl MREGAT13-21002 20-Mow- 2002 Cpen
r Fedaral HR - Personnel Action BPA - Realignmenl - Reg# MEESS006-2004 19-Now- 2002 Open
r Federal HR - Personnel Action  RPA - Reslignment - Req# G2MOVITEIET 19-Now- 2002 Cpen
r Federal HR - Personnel Action RPA : Realignmen! - Reg# MRES3EEE-2054 18-Mov- 2002 Closed

/. =
1; Note: The total number of records that match your criteria is
indicated above the notifications list.

Advanced Search

Step Action
1 On the Simple Search window, click the <Advanced> button.
The Advanced Search window opens:
Advanced Search
Specify parameters and values to filter the data that is displayed in your results set Simple Search Waorklist
 Show 1able data when all conditions are met.
" Show table data when any condition is met,
Subject | :”
Fram | jl
Message Altribute | =l
Sent | =l
ﬂ! Clear | Add colymn -Iﬂl
Select Fram Type Subjeet Sent Due Sw(ﬁ
No search conducted,
@TIP; Redirect or auto-respend to notifications using routing nles

Continued on next page
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Continued

Advanced Search (continued)

Step Action
2 Select one of the options for locating specific notifications.
Select one of the two radio buttons:
e “Show table data when all conditions are met.” (Results in
notifications that only met all of your criteria.)
e “Show table data when any condition is met.” (Results in
notifications that match at least one of your search criteria.)
3 To select notifications that meet all conditions, click the first radio
button.
Advanced Search
Specify parameters and values to fiter the data that is displayed in your results set Simple Search Worklist
——’ & Show table data whan all condilions are met,
" Show table data when any condition 13 met,
Subject |5 >|[Realignment
From | ﬂl
Message Attribute | ﬂ|
Sent  [aer =1[18-Nov-2002
E Clear | Add column 'Iﬂl
Select From Type Subject Sent Due Stam; -
Mo search conducted.
@ TIP: Redirect or auto-respond te notifications using rauling rules
4 You have the ability to add additional columns to your search by

clicking on the drop down arrow beside the “Add column” field,
selecting the desired field and clicking the Add button.
w4y preprmers pri rebme iy e P dels T w bmrer ropeg rmaule e Bt Buwch | | Wetdel j S

80 ) Caw st s | -
w1 Townlfla pRES1E | §00 E = L __ >

i ]

Npdpsn wplyrrd

St bl e in o and ey | lmessss |

3

Continued on next page
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Advanced Search (continued)

Step Action
4 When the window repopulates you will see the selected field now
(Cont) | as a part of the search criteria. )
# N [
= "
S ) G oo csbee [ C WY,
Tminri M mEanin eed [ e ]
1.....,.-14..}.-.; . o i . [ gp= e joss |
5 In the Subject drop down list, select “contains.”
6 Enter “Realignment” in the subject data field.
7 In the Sent drop down list, select “after” and enter the date.
8 Click <Go>. The Advanced Search result displays:
Salect Netification(s) mT : T Open | Reaszign
Select All | Select Nons Previous | 148 of 8 = et
Selest From [Type |Subject/ Jsem [Dus [Status
r Federal HR - Personnel Action  RPA : Reslignment . Reg# MREGAT21-2102 20 o 20012 Open
I Federal HR - Personnel Action HPA : Realignment : Regi# MREB4T13- 2103 20-Moy- 2002 Open
r Federal HR - Personnel Action EPA - Healignmaen] ;| Hegi MEERISES- 2054 19-Naoy-2002 Closed
I Federal HR - Parsonnel Action RPA - Realignmend - Regi Q2NOVDITRI07 19 Moy 2002 Closed
r Federal HR - Persorinel Action  EPA . Reslignment : Renh MREASAES- 2084 18-Now-2002 Closed
r Federal HR - Personnel Action 18-Now-2002 Closed
r Fedaral HR - Parsonnel Action 18- Now- 2002 Clogad
r Fedaral HR - Parsonnel Action 18- Now 2002 Closed
@TiP: Redirect or aulo-respond to notifications usin g rputing rules
Save Search 4-_
Praferences
9 You can save this search criteria for future use by clicking the
<Save Search> button at the bottom of the Worklist. The Create
View window displays. Follow the procedures for creating a view
if desired. See Personalized View in this section for details.

Continued on next page
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Personalized View

Step Action
1 The Worklist window defaults to “Open Notifications.” There are
four other preconfigured views on the drop down list:
e All Notifications
e FYI Notifications (Includes those not routed for approval)
e Notifications From Me (Only those you generated)
e To Do Notifications (Require actions)
Worklist
S e e s e o e sldonn ot rd s e v 0 RS G|
View | Open Motifications vlﬂi Personalize |
Select 2 notifications Opan1 Reassign |
Selpct AfF VI Notifications iy Mext 25
__» Select 1" e |subject « |sent [pus
r ifica kflow Training Request Awatting Approval 20-how- 2002
r Federal HR - Personnel  Update MR Complets | BPA : Ext of Promotion NTE 31-ALG- 2002 20-Now- 2002
Action Reg# 02NCYD16555
r Federal HR - Personnel  Updale HR Complete . RPA - Promotion NTE 31-JUL- A0 Nawe 2002
2 Use any of the preconfigured views, or create your own view.

-

i it i B |

a

Personal Worklist Views
Balow is alist of all pre-configured andfor personalized views applicable to “Worldist" table on the pravious
SCreen.

Salect View and ...

SelectView Name

All Motifications

FYI Notifications
Hotfications From Me
Open Notifications

To Do Notifications

Retwm to Worklist

Description

Prefarences | Halp

Click the <Personalize>button. The Personal Worklist Views
window opens:

Upda‘bai Dalalei Duplicate |

Last Update Date
01-Oct-2002
01-Oet-2002
01-Qct-2002
01-Oct-2002
01-Oet-2002

revin '|“5°'5,ZJ Mawt
Default
Mo
Mo
Mo
Mo
Mo

Create Wiew 4——
i i
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Workflow InboXx, continued

Step Action
3 e You can duplicate one of the preconfigured views by
selecting one of the views and clicking the <Duplicate>
Button.

e Or you can create your own view, by clicking on the
Create View Link at the bottom of the window.

4 To duplicate a preconfigured view, select the view to duplicate, i.e.

Open Notifications. Click the <Duplicate>. button The Duplicate

View window opens:

Duplicate View
Below iz a list of attributes that can be edited to change the view andfor filter the data that iz displayed in your table
General Properties

* View Name |M',' Open Realignments

Number of Rows Displayed [25 Rows 'I

Set as Default [T

Description fyy Qpen Realignments |
H
Column Properties
Update the appropriste colurnn altibutes as desired. Advanced setfings J
Columns Shown and Column Order
Available Columns Columns Displayed {in Order)
IStatus IFrom
5 In the General Properties section, enter a View Name, Number

of Rows to be displayed, and a Description. If you would like this
view to be the default view when opening the Worklist, check the
Set as Default box (currently not working.)

Under Column Properties, update the columns to be displayed,
and the order in which they are displayed, as needed.

e —

= View Name |M',' Open Realignments

Mumber of Rows Displayed |25 Rows 'I

Set as Default [

Description My Open Realignments =
-
Column Properties
Update the appropriale column afinbutes as desired. Advanced settings
Columns Shown and Column Order
Available Columns Columns Displayed (in Order)
Status From
Closed Blove Type
Priority Subject
From e Move A1 |Sent
Information Reguested From o Due
Motification 1D
To Bemove
Bamove
Al

Continued on next page
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Workflow InboXx, continued

Step Action
6 e Use the Sort Settings section to modify any of the default
settings for your custom view.
e To specify additional parameters and values to filter data,
make changes in the Search Query to Filter Data in your
Worklist section.

W Celumms wilh totaling ¢ agabiftios shown can only display ag the end columns of the Table -
Sort Settings 2
Column Hame * Sort Order
First Sort [Sent EI ||:Ies|:end|ng z|
Second Sull|Subjec1 ;I |a9cendu\g _'j
Third Sort| =] [no sort order =]

Search Query to Filter Data in your Worklist

Specify parameters and values to filter the data that is displayed in your table
@ Show table data when all conditions are met,

" Show table data when any condition is met

Status  [ig ljopeEn
Subject [contains x][Realignment]
Add column | Subject =| Add
Revert
Cancel  Apply 4—
Retum lo Portal | Logout | Ereferences | Help
Copyright 2001 Oracle Corporalion. A3 rights reserved, Privcy Statement

Click on the <Apply> button when finished to save the new view.
7 The Personal Worklist Views Window displays, and the list of
views now includes the new custom view, My Open
Realignments. Click on the Return to Worklist link to select
and view the results of My Open Realignments.

Personal Worklist Views
Below is alist of all pre-confiqured andfor personalized views applicable to "Worldist" table on the previous

sScreen
Select View and ... Update | Delete | Duplicate I
|16 of6 =] 112wt
Select View Name Deseription Last Update Date Default
Al Notifications 01-0ct-2002 No
T FYI Notifications 01-Oct-2002 No
My Open Realignments My Open Realignments 21-Mow-2002 No
©  MNotifications From he 01-Oct-2002 Mo
©  Open Notifications 01-Oct-2002 No
©  To Do Notifications 01-0ct-2002 o
——> Beatum to Workfist Craate View
«l 1 of

Continued on next page
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Workflow InboXx, continued

Step Action
8 After selecting My Open Realignments view, the results display:

Worklist
Select one of the search gquenes from the pulidown list and choose the "Go” buttan to view the results, For s I
Ta create a new saved search or update an emsting one select the "Personahze” buttan. 2

“iew |My Open Realignments vlﬂl Parsonalize ]

Select Notification(s) and ... Open |  Reassign
Select All | Select Nong Previous [1-2 of 2 =) Maxt
Select From_[Type !5%:1 [sent: g

r Federal HR - Parsonnel Action RPA . Realignment . Req# MEESAT 132102 20 Now-2002

r Federal HR - Personnel Action RPA ; Realignment | Req# MRES4721-2102 20- Now-2002
@TIP: Redirect or auto-respond 1o notifications using rpyting rylss

Ereferences
Copyright 2001 Oracle Corporation. A8 rights resenved. Privacy Stutemert
9 To create your own custom view, click on the <Personalize>

button from the Worklist window. The Personal Worklist Views
window opens.

Personal Worklist Views
Below is a list of all pre-configured andfor personalized views applicable to "Worldist" table on the previous
SCréen

Select View and ... Update l Delete ] Duplicate I
[16 of 6 =] 1l
Select View Hame Description Last Updaie Date Default
Al Notifications 01-0ct-2002 No
C  FYI Notifications 01-Orct-2002 No
My Open Realignments My Open Realignments 21-Mow-2002 Ne
©  Notifications From hie 01-0ct-2002 o
 Open Notifications 01-Oct-2002 o
©  To Do Notifications 01-0ct-2002 o

Eletum to Workfist Craate View ‘
| of

Cliélk on the underlined Create View link.
10 Follow the instructions for Duplicate view (Steps 4 — 6), to create
a new custom view.

Continued on next page
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Creating You can create customized routing rules for automatic notification
Routing Rules  processing. For example, you can route certain types of notifications to a co-
worker for coordination.

Step

Action

1

On the Worklist window click the underlined routing rules link
at the bottom of the window:

Select Motification(s) and ... Open | Ra
C = Redirect or auo-respond 1o notifications using ouling nles
Return to PRI | Logout | Preferences
Copynght 2001 Oracle Corporation, A% rights reserved. Privascd

The Notification Routing Rules window opens:

Motification Routing Rules
You have not setup any notification routing rules, Please use the Create Rule button to create a new

notification routing rule
Create Rule
119 Portal | Logout | Pueferences | Help i

Relurr
Capyright 2001 Oracle Corporation, Al rights reserved, Privacy Statanent

Click on the underlined Create Rule. The Activating Type of
Notification window opens:

Activating Type of Notification
Salect the type of notification that will activate this rule,
* Mem Type | ;1

1" Bea” b5 Suiacted, ol will skipto Slep 3

step 1 of 3 Mext

Betum fo Ponal | Logoyt | Preferances | Help
Copryright 2001 Oracle Corparstion, AR rights reserved Frivacy Statement

Choose a type of notification from the drop down list:
Hen Typetotifcalon R
Activating Type of Notification

Select the type of notification that will actvate this rule,
* lem Type | j

Faderal HR - Personnel Action aut |
Copyright 2000 Oracle CodFederal HR - Within Grade Increase

Note: If you choose “All” you can skip to Step 3 Next at the
lower right corner.

Continued on next page
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Step

Action

Click the <Next> button. The Rule Response window opens:

Ru

Cremenends will cispla
Work tem & Reassign ta |

le Response

tem Type Al

Notfication  All

Fule Response

Complete the form balow to sat up the proper respanse for the rule

* Start Date [21-Nov-_7"332

End Date |

Meszaga

=
2

4

@ Delegate sutharity for respanding to this notification
" Transfer cwnarship of this notification

Enter values in the Start Date and End Date fields to specify the
period that this rule should be active.
e If you leave the Start Date blank, the rule is effective
immediately.
e [fyou leave the End Date blank, the rule is effective

i

ndefinitely.

CAUTION: Since you can define different rules for the same
notifications to be effective at different time, the system allows
you to define multiple rules for the same notifications.
¢ You should be careful to ensure that rules for the same
notifications do not overlap in their effective dates.
e If multiple rules are effective for the same notification,
Workflow picks one rule at random to apply.

In the Message field, enter any text that you want to append to the
notification when the rule is applies.

Note: “Reassign to” is currently under development.

Choose:
[ ]

<Submit> to save the rule,
<Cancel> to return to the Worklist without creating or

updating the rule, or,

<Back> if you are creating a new rule, to return to the

previous page.
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Lesson 6: Workflow Inbox, continued

NOTES
Begin the following exercise:

e Exercise 1 — Worklist Window Description,

e Viewing Details of a Notification,
e Simple Search,

e Advanced Search,

e Personalized View,

e C(reating Routing Rules

Approximately 45 minutes
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Lesson 6 Exercise 4: WorkFlow Inbox

Purpose Practice working within the workflow inbox and personalizing the worklist
views.

Directions Complete the following steps below.

Navigate to the workflow in box.

Create a simple search

Create an advanced search identifying only open actions in your inbox
Save and Customize the advance search in the above step
Rename columns headings

Reorder the column headings in the following sequence
Status

Type

Subject

Due

Notification ID

Sent

Sort by Subject in ascending order

Save

NOTE: Refer to Demo for detailed steps

Estimated Time 30 minutes.
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Key discussion point(s)

e Saving search criteria to view and repeat at a later date.

¢ Defining automatic notification routing rules.
e Importance of responding to notices timely and
maintenance.

Review the objectives

NOTES

Questions?
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